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What is The Institute of Museum Services (IMS), an independent agency within the 

IMS? Executive Branch, was established by Act of Congress in 1976 to encourage 
and assist museums in modernizing their methods and facilities so that they 
may be better able to conserve our cultural, historic, and scientific heritage; 
and to ease the financial burden borne by museums as a result of their 
increasing use by the public. 


IMS is the only Federal agency that provides general operating support for 
museums of all disciplines. For many museums, IMS is the only source of 
Federal support. The policies and programs of IMS are determined by the 
National Museum Services Board (NMSB), a Presidentially-appointed body 
of fifteen voting members. 


TDD (for hearing impaired people): (202) 786-9136 


Institute of Museum Services « 1100 Pennsylania Avenue, NW* Room 510 * Washington, DC 20506 


Dear General Operating Support Applicant: 


| would like to welcome your application to the 1991 General Operating 
Support grant competition. During my first year as Director of IMS, one of my 
goals has been to simplify the GOS grant application process as much as 
possible. Working toward this end, our staff has developed a new format and 
style for this year's GOS Grant Application and Information booklet . 


| hope that you find the information in this booklet to be much more 
accessible than in prior years. Look for bigger and better changes in FY92! 
We are continually soliciting suggestions from our constituents on how to 
improve and clarify al/ components of the GOS program. If you have 
comments about the revised application booklet or any other aspect of our 
work at IMS, | hope you will contact us. 


We look forward to receiving your 1991 General Operating Support grant 
application. Remember...the deadline is Friday, November 2. 


Sincerely, 

/ 
Sopis a2. Mawr 
Daphne Wood Murray 
Director 


Call or write: 


Institute of Museum Services 
1100 Pennsylvania Avenue, NW 
Room 609 

Washington, DC 20506 


(202) 786-0539 
TDD (for hearing impaired people): (202) 786-9136 
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This booklet is divided into the following six parts. Detailed Tables of Contents can be found at 
the beginning of each part. 


I. Guidelines Pages 3 - 14 ww 
Ii. Preparing the Application Package Pages 15 - 24 Y 
III. Completing the Financial Statements Pages 25 - 38 
IV. Completing the Application Narrative Pages 39 - 54 ©, 
V. Sending the Application to IMS Pages 55 - 60 eT 
VI. Application Form Last 33 pages of booklet ” 


Don't miss the "Application Tips" on the inside back cover! 
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| What is The IMS General Operating Support (GOS) program awards one-year 
General unrestricted, competitive grants to museums for ongoing institutional 
Operating activities. Grants are based on the overall strength and quality of the 
Support applicant as represented by its responses in the enclosed application. 
(GOS)? In each fiscal year, the percentage of museums awarded funds within a 


given discipline, geographic region, or budget size closely corresponds to 
the percentage of all applications submitted by museums of that same 


discipline, geographic region, or budget size. 


Each museum is reviewed by peers on the basis of the application it 
submits for that year alone. No information from previous applications, 
successful or unsuccessful, is considered in the current competition. 
Previously successful applications neither guarantee nor entitle an 
institution to ongoing funding; therefore, funds should never be budgeted 
in anticipation of a GOS award. 


Prospective applicants should contact the IMS Program Office to clarify 
any information contained in this booklet. Office hours are 8:00 a.m. to 
6:00 p.m. (Eastern Time), Monday through Friday. 


Institute of Museum Services 
Program Office 

1100 Pennsylvania Avenue, NW 
Room 609 

Washington, DC 20506 


(202) 786-0539 
TDD (for hearing impaired people): (202) 786-9136 
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To be eligible for IMS support, a museum must: 


¢ be organized as a public or private nonprofit institution that exists 
pot permanent basis for essentially educational or aesthetic purposes; 


¢ care for, and own or use tangible objects, whether animate or inanimate, 
and exhibit these objects on a regular basis through facilities which it 
Owns or operates; and 


+ have at go yey et cae ok member or ey equivalent, 
whether paid or unpaid, whose primary responsibility is the acquisition, 
ge ee wv a Gen Oe Ca OT Oe OY Cy CE 


* be open and iding museum services to the general public (an 
instution which exhibits objects to the general public for at least 120 
days a year fulfills this requirement); and 


° and have provided museum services to the general 
public on a re basis for at least two full years prior to the date of 
Peolicalion oo thS: ond 


* be located in one of the fifty States of the Union, the District of 
Columbia, the Commonwealth of Puerto Rico, Guam, American Samoa, 
the Virgin Islands, the Northern Mariana Islands, or the Trust Territory 


of the Pacific Islands. 
Who May Apply Each museum may submit only one GOS application. The following are 
among the types of museums that may apply: 
Aquariums Natural History Museums 
Arboretums Nature Centers 
Art Museums Planetariums 
Botanical Gardens Science/Technology Centzrs 
Children’s/Youth Museums Specialized Museums 
General Museums (limited to a single, distinct 
(with two or more equally subject or organizations with 
significant disciplines) two or more museums of 
History Museums different disciplines) 
Historic Houses/Sites Zoological Parks 
Museums Within Museums located within multipurpose public o: private nonprofit 
Multipurpose organizations such as municipalities, universities, historical societies, 
Organizations foundations, and cultural centers may apply for IMS funds. To be eligzole, 


a museum located within a multipurpose organization must function as a 
discrete unit within its parent organization. 
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In addition, the museum must: 


1) have at least one full-time prefessional staff member, or the 
equivalent, paid or unpaid, whose responsibilities are solely for the 
museum’s services and operations; and 


2) have a fully segregated and itemized operating budget within that 
of its parent organization; and 


3) be able to separately and distinctly fulfill al/ IMS eligibility and 
application requirements. 


Support, auxiliary, or parent organizations that apply on behalf of 
museums which they own or operate or with which they are affiliated are 
not eligible to apply for IMS funds on their own behalf. The amount of 
the award is based solely on the museum's non-Federal operating income. 
Funds may be used for the musewm’s operations only: they may not be 
used for the operations of the larger organization. 


Information and financial data presented in the application should be only 
that of the eligible museum. Activities of the parent organization which 
are not directly related to the museum's operations should not be 
discussed, as the award of GOS funds will be based solely on the quality 
of the museum's services. 


Two or more museums controlled by the same parent organization 


If two or more museums wish to apply that are under the control of one 
parent multipurpose organization, have shared administrative functions, or 
have overlapping governing or advisory boards, IMS requires that each 
applicant museum: 


1) have an independent governing or advisory body; and 


2) have a separate administrative head with full authority over the 
museum; and 


3) have a separately developed operating budget within the larger 
budget of the parent organization; and 


4) be able to fulfill all IMS eligibility and application requirements. 
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Prospective applicants that cannot fulfill all four of these requirements 
should contact the IMS program office to discuss their eligibility prior to 
application. IMS may require additional supporting documentation from 
the applicant in order to determine the autonomy of the museum. Each 
eligible applicant within a single parent organization should clearly 
delineate its own programs and operations in the application narrative. 

A parent organization controlling multiple museums which are not 
autonomous but which are otherwise eligible may submit only one GOS 
application, which may be on behalf of one or more of the eligible 


museums. 
Who May Not The following types of institutions are not eligible for IMS funds: 
Apply * Institutions for which the display or use of objects is not a primary 
purpose, 
¢ Federally operated museums. 
Amount of If the amount of the museum's The maximum 
Request non-Federal operating income amount of the 
for the most recently completed award is: 
fiscal year is: 
Under $10,000 50% of the non-Federal 
operating income 
Between $10,000 and $50,000 $5,000 
Between $50,000 and $750,000 10% cf the non-Federal 
operating income 


Over $750,000 $75,000 


The amount of funding available to IMS for Fiscal Year 1991 was 
undetermined when these guidelines were printed. A museum may request 
the maximum amount for which it is eligible according the above chart. 
The National Museum Services Board determines the maximum amounts 
for GOS awards each year. 


Funds May Be 


Only With Prior 


How GOS 
Funds May 
Not Be Used 


Audit services ¢ Materia!s and supplies 
¢ Budgeting ¢ Official travel 
* Communications » Payroll preparation 
¢ Compensation for personne! ¢ Personne! administration 
services (salaries, wages) ¢ Procurement services 
* Employee fringe benefits ¢ Rental of buildings, land and 
+ Legal expenses equipment 
¢ Transportation 


The following costs are allowed, but require prior approvai from IMS: 
advertisements 

0 Peliiaatiee ennts tecteiiem etetes Gettin — 
mailing 

¢ Equipment having a useful life of more than two (2) years and an 
acquisition cost of $500 or more per unit 


An applicant receiving a notification of award in May of 1991 must 
contact IMS if additions! costs requiring IMS approval have been 
identified since the time of application. 


Note: To receive approval for any of the above items, applicants must 
complete Item “C” on the Grant Processing Information Sheet 
(Application F orm page 29). 


Other expenditures are not allowable and cannot be supported with GOS 
funds: 

* Contributions to endowment funds 

* Acquisition of objects for the collection 

¢ Costs of social activities, ceremonies, and other entertainment 

* Pre-award costs (costs incurred prior to the effective date of the grant) 
* Construction 

¢ Renovation 


Applicable government-wide cost principles are listed in Section 
1180.10(a) of published IMS Regulations, available upon request. 


12 © Guidelines 


1991 IMS General Operating Support 


No information regarding the status of an application will be released until 
all applications have been reviewed and all negotiations concluded. All 
applicants will be notified of final decisions in May 1991. An award is 
not official until the grantee receives the “Grant Award Notification.” 


The grant period is June 1, 1991 through May 31, 1992. IMS will make 
no extentions of this period. 


A Federal accounting office handles the payment of GOS awards. Except 
in special cases, funds will be automatically advanced to institutions in 
equal portions on a quarterly basis. 


IMS requires grantees to maintain a restricted account for funds received 
during the grant period. The museum does not need to maintain a separate 
bank account for IMS funds; however, the grantee must establish and 
maintain a separate accounting category within its internal accounting 
System to show that the GOS award has been used only for general 
operating costs. This restricted accounting record must be adequate to 
satisfy normal auditing procedures. 


GOS grantees must file two reports upon completion of their grant: a 
final performance report and a final financial report. Failure to submit 
these required reports on time may jeopardize any pending or future IMS 
applications. 


GOS funds are intended to strengthen and improve the operations of the 
museum and, therefore, may not be used to replace other sources of 
support. Grantees must be able to demonstrate a continuing effort to 
maintain or increase their base of financial support during the year in 
which they receive an IMS award. 


A grantee may successfully demonstrate maintenance of effort if its non- 
Federal operating income during the grant period is at least equal to its 
non-Federal operating income for the preceding fiscal year. Grantees 
must submit evidence that they have fulfilled this requirement with their 
final performance report. 
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Evaluation and 


After IMS receives the applications, program staff check them for 
completeness and eligibility. Each application is then sent to four peer 
reviewers for their independent evaluations. IMS staff use the museum’s 
budget size and the discipline code entered on the application Face Sheet 
(Application Form page 1, Item 10) to match applications with appropriate 
reviewers. For example, professionals from small history museums 
review applications from other small history museums. Each reviewer 
evaluates an average of twelve applications. 


IMS instructs reviewers to evaluate how well the museum uses its 
resources to meet its stated mission. Reviewers examine the degree to 
which the museum demonstrates knowledge of and adherence to generally 
accepted professional standards of museum operation. 


Reviewers provide scores and comments for each of the nine narrative 
sections. The seven possible scores range from leadership (7) to 
unsatisfactory (1). 


Reviewers return their evaluations to IMS. IMS staff read and evaluate all 
comments provided by the reviewers, looking specifically for statements 
that reveal a bias or departure from IMS policy. 


Problematic reviews are presented for resolution to a panel of museum 
professionals, convened in Washington, DC, which represents the full 
range of museum disciplines and budget categories. The panel also 
reviews the statistical distribution of the awards and makes general 
recommendations concerning the application and review process. 


Following the panel meeting, all applications are ranked according to final 
standardized scores. IMS standardizes scores to account for the 
differences among reviewers’ interpretations of the scoring definitions. 
The final ranking reflects any adjustments resulting either from panel 
recommendations or from disregarding a reviewer's scores that statistically 
disagree with scores of the other three reviewers of a particular 
application. 


Following a determination by the National Museum Services Board that 
grants processing has been carried out according to established policy, the 
Director of IMS awards GOS funds to the highest ranking applicants in 
sequence until all appropriated funds are expended. 
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How To 


Below is a checklist of materials that comprise a complete GOS 


Assemble the application submission. Each item on the checklist is described in detail 


on the following pages. Applicants should read all descriptions before 
preparing the application. 


Applicants with questions should call the IMS program staff at 
(202) 786-0539. 


Assemble the application package in the following order: 


©} (2 copies of the face sheet ) 


Second » 


Third » 


OriGINAL (items in shaded area) | 

c_ (Signed, original application form*) *A photocopied application form with 
the authorizing official's original 

Including: signature is acceptable. 

1) Face Sheet 

2) Financial Statement Forms A and B 

3) Valuing Non-Cash Contributions Form C (optional) 


4) Statement of Purpose 


0900000 


Some applicants must also include one of items 7 - 10. 
(} 7) Audited Financial Statements 3 
(8) Request for Waiver of Separate Audit Requirement (Form D) 
© 9) Request for Deferral of Audit Requirement 
C3 10) Request for Extension to Submit Audit 


( 11) Representative publication (optional) 


Copigs 
- — */MS will not do your photocopying 
(1) (copies of the original*) or collating! 
Make four copies of the original, including everything in the shaded area 
except item 6 (Materials for IMS only). 
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Description of 

—— Page numbers in parentheses refer to the Application Form at the back of this booklet. 

1) Face Sheet Original Application Face Sheet (page 1). Provide answers to all 

questions. Abbreviate where necessary. 

2) Financial Financial Statement Forms (Form A, pages 3 - 4 and Form B, pages 5 - 6). 
Statement Ail applicants must submit financial statements for the museum's two 
Forms most recently completed fiscal years on the Financial Statement Forms 
A and B provided. Instructions for completing the Financial Statement Forms are 

in Part Il, pages 29 - 34. 

An applicant entering a figure on Financial Statement Form A, line 18, 
(for the most recently completed fiscal year) must also submit the Valuing 
Non-Cash Contributions Form (Form C, page 7) explaining that entry. 
Applications that include an amount on line 18 on Financial Statement 
Form A and do not include Form C will have this amount deducted from 
the museum’s total non-Fed-ral operating income. 

3) Valuing Valuing Non-Cash Contributions (Form C, page 7). Instructions for 
Non-cash completing optional Form C are in Part III, pages 35 - 37. 

Contributions 
Form C 
(optional) 

4) Statement of Statement of Purpose (pages 9 - 10). The statement of purpose is used to 

Purpose measure the museum’s performance as described in the narrative. The 


Statement should accurately portray the museum’s purpose or mission. It 
may be a selected quote from a formal statement, a summary restatement 
from a longer document, or an original response*. Statements extracted 
or summarized from official documents must note the source. 


*Note: IMS will accept an original response only if the museum does not 
have a formally approved statement. The museum’ s Authorizing Official 
must sign an original response (page 9). 
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5) Narrative 


Application Narrative (pages 11 - 28). Detailed guidelines for completing 
the Narrative are in Part IV, pages 43 - 54. 


Type size 

The print must be large enough to read comfortably! 

Characters should be no smaller than those in the following examples: 
Example (1) This sentence is acceptable. 
Example (2) This sentence is acceptable. 


Format 

The narrative must remain within the space provided! 

Typing must not extend beyond the shaded line or onto supplementary 
pages. 

Note: Applicants may reproduce the application form on their word 


processing systems if they use exactly the same format and spacing 
as on the original form. 


Applicants that do not comply with the above rules regarding type size and 
format may be penalized. 


Each applicant must submit proof of nonprofit status which may be either: 


¢ A copy of the IRS letter indicating the applicant’s eligibility for 
nonprofit status under the applicable provisions of the Internal Revenue 
Code of 1954, as amended; or 


¢ An official document identifying the museum as a unit of state or local 
government or other tax exempt multipurpose organization. If prepared 
specifically for this application, the certification must be on the parent 
organization letterhead and certified by an official of the parent 
organization. 


Note: A letter of sales tax exemption is not acceptable as proof of 
nonprofit status. 
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B) Grant Grant Processing Information Sheet (page 29). Provide answers to all 
Processing questions in sections A and B. Complete section C if applicable. GOS 
Information reviewers do not see the information on this page. 

Sheet 


C) Assurances/ Assurances/Certification of Authorizing Official (pages 31 - 32). 
Certification Applicants should complete this section last. To be considered for a grant, 


of . the museum's Authorizing Official must read the assurances and sign the 
Authorizing accompanying certification statement. 


The museum's Authorizing Official may be the museum’s director, an 
executive member of the museum's governing body, the head of the 
sponsoring organization, or the government official responsible for 
‘oversight of the museum. 


An application is not complete unless it has been signed by the 
Authorizing Official. Jf an application is not complete at the time of 
submission, it is subject to rejection. 


7) Audited Every applicant that has received at least one IMS General Operating 
Financial Support (GOS), Conservation Project Support (CP), or Special Project 
Statements Support* (SP) grant is required to submit audited financial statements 


(statement of activity and balance sheet) of its operations for either one of 
its two most recently completed fiscal years, in addition to Form A and 
Form B. A museum that is not required to submit an audit may do so if it 
wishes. 


The audited financial statements must correspond to the fiscal year 
covered in either Form A or Form B. 


To be acceptable, a museum’s audited financial statements must include 
the auditor’s opinion letter, the financial statements, and the notes to the 
financial statements. 


The auditor’s opinion letter must: 
* state that it was prepared in accordance with generally accepted auditing 


standards, and accordingly included such tests of the accounting records 
and such other auditing procedures as deemed necessary; and 


*Special Project Support grants are no longer available from IMS. 
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8) Request for 
Waiver of 
Separate 
Audit 
Requirement 
(Form D) 


* certify that the financial statement of the museum presents fairly the 
financial position and the results of its financial operations and changes 
in fund balances in accordance with generally accepted accounting 
principles; or, that the financial statement presents fairly the assets and 
liabilities arising from cash transactions, the revenue collected and 
expenses paid during the year then ended, on the cash basis of 
accounting; and 


* clearly indicate that it has been prepared by a Certified Public 
Accountant. [The opinion may be signed by a Registered Public 
Accountant only if (s)he is licensed to do so by the state in which (s)he 
practices. ] 


A financial statement which is a “review,” a “compilation,” or a “draft,” 
or which contains a a. ' 2imer or an adverse opinion, is not acceptable. 


Request for Waiver of Separate Audit Requirement (Form D, page 33). 
An applicant is eligible for a waiver of the separate audit requirement if 
the museum: 


* is part of a larger, multipurpose organization such as a university, state, 
municipality, or foundation; and 


* does not receive audits separate from those of the parent organization. 
Applicants seeking a waiver must submit Form D, which certifies that the 
above conditions are true and that 


¢ at least one of the two required Financial Statement Forms has been 
drawn from and contains only audited figures of the larger organization 
(exclusive of non-cash contributions). 


The person who prepares the Financial Statement Form containing the 
audited financial information should sign Form D. 


IMS may request the audited financial statements of the parent 
organization if they are required to determine the institution’s eligibility. 
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9) Request for An applicant is eligible for a deferral of the audit requirement if the 
Deferral of museum: 
Audit 
Requirement * shows a non-Federal operating income under $50,000 for the most 


recently complcied fiscal year (exclusive of non-cash contributions) on 
Financial Statement Form A, line 18; and 


* submits a justification for the deferral request with the application; this 
statement should be sent on the museum’s letterhead and addressed to the 


Director of IMS . 
If a grant is subsequently awarded, an audit will be required during the 
grant period. 
10) Request for An applicant that has received only a Fiscal Year 1990 General Operating 
Extension to Support (GOS) and/or Fiscal Year 1990 Conservation Project Support 
Submit Audit (CP) grant may request a time extension to submit the audit. 


Applicants that received a GOS, CP and/or Special Project Support* (SP) 
grant in any year other than Fiscal Year 1990 are not eligible for an 
extension. 


The request must be made in writing to the Director of IMS at the time of 
application. The postmark deadline for submitting the audited financial 
Statements is April 26, 1991. Failure to meet the deadline will result in 


rejection of the application. 
11) Applicants may attach one representative publication, such as an annual 
Representative report or museum brochure, to the original application and to each copy of 
Publication the application (all five attachments must be identical). 


lf an applicant sends more than the one permissible publication, IMS staff 
will arbitrarily select one to send out to review. Additional attachments 
will not be returned. 


*Special Project Support grants are no longer available from IMS. 


1991 IMS General Operating Support 25 


Part IIT. 


Completing the 
Financial Statements 


BLANC PAGE 


1991 IMS General Operating Support 


27 


Table of Contents 


III. Completing the Financial Statements 


Form A and Form B 
When An Audit Is Also Required 
What Each Form Includes 
Two Most Recently Completed Fiscal Years 
Operating and Non-Operating Funds 
Revenues and Support 
Expenses 
Balance Sheets 
Form C - Valuing Non-Cash Contributions 
Valuing Contributed Services 


Valuing Contributed Materials 


Valuing Contributed Rental Allowances 


29 


29 


29 


29 


29 - 30 


30 - 31 


32 


33 - 34 


35 


35 - 36 


36 


37 


BLAME PAGE 


off 


1991 IMS General Operating Support Completing the Financial Statements [E) 29 


When An Audit 
. Is Also Required 


What Each Form 
Includes 


Two Most 
Recently 
Completed Fiscal 
Years 


Operating and 
Non-operating 
Funds 


Financial Statement Forms A and B present financial data for the two most 
recently completed fiscal years. Both statements must be completed in 

full and submitted by the application deadline. No other financial 
Statements may be submitted in lieu of Forms A and B. 


Note: The time period covered by Forms A and B may be different from 
the time period discussed in the application narrative. 


Applicants submitting audited financial statements, either as a requirement 


‘or voluntarily, should fully explain any discrepancies between the audit 


and the corresponding Financial Statement Form in the space provided at 
the bottom of Forms A and B or on a supplemental sheet. 


A complete Financial Statement Form includes the statement of revenue, 
support and expenses, changes in fund balance, and the balance sheet. 

The balance sheet represents the institution's financial status at the close of 
the fiscal year indicated on the form and is required as part of the complete 
financial statement, except as provided below. Applicants submitting 
audited financial statements, either as a requirement or voluntarily, should 
use the info. mation contained in the audited balance sheet to complete the 
balance sheet on the corresponding Financial Statement Form. 


Applicants which are part of larger, multipurpose organizations and do not 
hold assets or generate liabilities on their own are not required to complete 
the balance sheet . Only applicants meeting this condition are exempt 
from the balance sheet requirement. 


Information for the museum's most recently completed fiscal year should 
be entered on Form A and for the second most recently completed fiscal 
year on Form B. 


Applicants should enter all revenues, support and expenses relating to 
their general operations in Column A (Operating). Revenues, support and 
expenses relating to building or plant funds, purchase, endowment or other 
non-operating accounts should be entered in Column B (Non-operating). 
The total operating and non-operating activity for each item should be 
entered in Column C (Total). 
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Revenues and 


Support 


Operating Funds 


Operating funds are used for ongoing museum operations such as 
exhibition, education, conservation, collections management, research, 
training, development, and administration. (For examples, see "How 
GOS Funds May Be Used" in Part I, page 11.) Restricted contributions 
that are specifically designated for ongoing museum operations should be 
included as operating funds. 


Non-operating Funds 


Nori-operating funds relate to functions such as capital improvements, 
major renovation, endowment, long-term investment, fixed assets, and 
purchase of objects for the collection. 


Applicants should complete all items on Forms A and B, as appropriate, 
using the following instructions: } 


1. General and special exhibition admissions. (Any admission income 
that is remitted to a parent organization which then allocates it entirely 
or in part for the museum's operations should be included in line 1 or 
line 14 but should not be included in both lines.) 


2. Income in the form of dividends and/or interest generated by the 
museum's investments; profits realized on the sale of securities and/or 
assets. Income derived from entries in Column A (Operating) should 
be used solely for general operations. Income used for the purchase of 
objects for the collection or other restricted purposes such as 
endowment, capital funds, and so on, should appear in Column B 
(Non-operating). 


3. Membership fees. 


4. Gross revenues from operations of museum gift shop and/or food 
service. 


5. Revenues from benefits and auxiliary activities. 


6. All other program-related income including publications sales, tuition 
and training workshop fees, income from lectures, films, etc. 


7. All other sources of revenues not derived from contributions, grants 
and parent organization support. Specify the sources. 
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8. Total of lines 1 through 7. 


9. Federal grants including IMS grants. (Include all IMS grant 
programs.) 


10. Individual contributions (other than those entered in lines 1 through 7). 
11. Private foundation contributions and grants. 


12. Corporate and business contributions and grants (cash contributions 
only). Do not include items included in the amount for line 18, "Total 


value of non-cash contributions." 
13. State and Local Support. Include Federal funds administered by states. 


14, Parent or sponsoring organization support including cash payments 
made directly to the museum and cash payments made to the 
producers of goods or services provided to the museum without cost. 
Indirect cost allocations for museums should be entered here; for 
example, maintenance, utilities, or services provided by the parent 
organization. Parent or sponsoring organization support included in 
this amount should not also be included in the amount for line 18 
"Total value of non-cash contributions." 


15. Other non-Federal sources of support. Specify the sources. 
16. Sum of lines 9 through 15. 
17. Sum of lines 8 and 16. 


18. Value of non-cash contributions, from Form C (page 7). 
Note: This optional entry is for Column A only. 


19. Sum of line 17, Column A, and line 18. 
20. Enter the amount on line 9, Column A. 


21. Difference between lines 19 and 20. The amount entered on line 21, 
Form A, should be entered in item 19 of the application Face Sheet 
(page 1). The amount entered on line 21, Form B, should be entered in 
item 20 of the Face Sheet. 
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Expenses 


22. Salaries and wages paid to employees of the museum including related 
benefits such as health insurance, etc. 


23. Expenses associated with the operations of the museum store and/or 
food service. 


24. Expenditures for materials, equipment, and supplies necessary for the 
day-to-day operations of the museum. 


25. Expenditures for museum-related publications and other printed 
materials. 


26. Travel and lodging expenses associated with museum activities. 
27. Expenditures for rent/mortgage for museum space. 
28. Utilities expense (electricity, water, gas, etc.). 


29. Communications (telephone, postage, on-line time-sharing, and other 
related costs for museum operations). 


30. Interest expense for loans associated with museum expenditures. 
31. Depreciation on fixed assets (if applicable). 

32. Other expenses; please specify. 

33. Subtotal expenses. (Sum of lines 22 through 32.) 


34. Excess (deficiency) of support and revenue over expense. (Line 17 
less line 33.) 


35. Fund balances moved from one fund to another, usually as a result of 
an intended change in the use of assets. 


36. Fund Balance at the start of the fiscal year. 


37. Fund Balance at the end of the fiscal year. (Sum of lines 34, 35, 
and 36.) 
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Balance Sheets Balance sheets represent the financial status of an institution at one point 
in time. The balance sheet provided on the Financial Statement Form 
should correspond to the closing date of the fiscal year of the statement. 
The entries in the balance sheet sections of the Financial Statement Forms 
are common to those found in the financial statements of many museums. 
Applicants should provide those entries in the balance sheets which are 
applicable to their own operations. The following definitions are provided 
to assist applicants in completing their balance sheets. 


Current Assets Those in which activity occurs within one year. 


Cash All checking and savings accounts. 

Accounts Any amounts owed the inuseum for services 

Receivable performed, such as membership fees, pledges 
receivable, etc. 

Short-Term The value of securities, stocks or other investments 

Investments which mature within one year. 

Grants Any grant funds payable to the museum within one 

Receivable year. 

Other Current Any other amounts payable to the museum within 

Assets one year. 

Long-Term The value of bonds, stocks, certificates of deposit, 

Investments or any other asset which will mature in a period of 
greater than one year. 

Fixed Assets The value of buildings, property, equipment, 


leasehold improvements or other permanent assets 
owned by the museum. 


Other Long- Long-term assets not otherwise classified. 

Term Assets 

Current Any amounts to be paid by the museum within one 
Liabilities year. 

Accounts Any amounts owed to vendors or others for goods 


Payable or services received. 
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Notes Payable Current portion of notes payable to a bank or any 
other creditor; current portion of the mortgage 
principal payable. 

Other Current Any other amounts owed by the museum 

Liabilities within one year. 

Mortgages Long-term portion of mortgage notes on buildings 

Payable or property owned that is payable in the period of 
more than one year. 

Long-Term Long-term portion of any notes payable other than 

Debt mortgage. 


Other Long-Term _ Long-term liabilities not otherwise classified. 


Fund Balance Current balance(s) of all funds. 
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Form C — 
Valuing 
Non-Cash 
Contributions 


(optional) 


Contributed 


IMS recognizes the significant contribution of volunteers and of other 
non-cash community support in providing museum services. Applicants 
may increase the size of their potential awards by including the value of 
these contributions in their non-Federal operating income. 


Applicants that enter an amount on line 18 of Financial Statement Form A 
(page 3) must complete Form C - Valuing Non-cash Contributions (page 
7). Applicants that also enter an amount on line 18 of Form B do not need 
to fill out an additional Form C. 


The values of contributed services, materials, and rental allowances 
included in Form C are subject to verification and negotiation. Applicants 
should, therefore, retain documentation for the value of non-cash 
contributions. 


Following are instructions for completing Form C: 


1. Provide information only for the museum's most recently completed 
fiscal year. 


2. Values for contributed services, materials, and rental allowances should 
be calculated separately. 


3. As with all amounts entered in Column A (Operating) of the Financial 
Statement Forms, values of contributed services, materials, and rental 
allowances may be included only if they relate to the museum's 
operating budget. For example: contributed services or materials 
relating to construction or renovation may not be included; a one-time 
contribution of real property which would later be considered a fixed 
asset may not be included. Contributions to collections may not be 
included. 


4. Do not include in any category on this form any amounts included in 
Line 14, "Parent Organization Support,” of Financial Statement Form A. 


5. Provide all information requested to indicate the means by which the 
values of contributed services have been determined. 


Contributed services should be valued when: 

* The services are an essential part of the organization's activities which, if 
not handled by volunteers (including unpaid docents), would be handled 
by paid staff if funds were available; and 


¢ There is an objective basis for valuing these rervices. 
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Valuing 
Contributed 


One way to judge whether a volunteer meets the first criterion is to ask if 
the museum would hire and pay staff for the same services iffunds were. 
available. If the answer is “yes,” those services should be valued at rates 
consistent with what is ordinarily paid for similar work within the 
applicant's organization. Services should not be valued at the rate of the 
volunteer's regular employment, but at the rate at which the museum 
would pay for those services if funds were available. If another employer 
furnishes the services of an employee, those services should be valued at 
the employee's regular rate of pay. 


Examples: 

Volunteerdocents - 120hoursx$ 4.00perhour = $ 480 
Preservation Architect 16 hours x $18.75 per hour = $ 300 
Machinery repair 100 hours x $10.00 perhour = $1000 
Audit Standard fee = $2500 


The time spent by board members in the normal fulfillment of board 
services may not be included as a contribution to the museum's operating 
budget. A board member's time may be included if the contributed service 
is separate from the normal fulfillment of board service and is spent on 
activities which would be handled by paid staff or consultants if funds 


6. Provide all information requested to indicate how the value of 
contributed materials was determined. 


Materials donated for the museum's operations should be valued at their 
fair market value on the date of receipt if they are significant in amount 
and if there is a reasonable basis for valuation. Artifacts or objects 
donated to the museum collections should not be included. 


Examples: 
Computer Valued at cost of used office equipment $1,500 


5 filing cabinets Comparative prices $2,000 
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Valuing 
Contributed 
Rental 
Allowances 


7. Provide all information requested to indicate how the value of 
contributed rental allowances was determined. 


Rental allowances for use of space and equipment should be valued at fair 
market value for the locality. 


Examples: 
Storage area Discount on rental $4500 
Truck rentals Quotes from dealers $ 500 


8. Enter the total value of non-cash contributions on line 18 of Financial 
Statement Form A (page 3) for the most recently completed fiscal year. 
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Suggestions 
for 
Competitive 
Applications 


Each applicant must include a statement of purpose (Application Form 
page 9). A statement of purpose identifies the goals toward which 
museum operations and programs are directed. All narrative responses 
Should relate to the museum's statement of purpose. The applicant should 
provide a brief history of the museum (Application Form page 10) to place 
the statement of purpose in a meaningful context. Reviewers do not score 
or evaluate the statement of purpose. 


The narrative questions are arranged so that applicants present orderly 
descriptions of the museum's operations. Sections I through III ask for 
information about audience, collections, and collections care and 
management. Note: Special instructions for non-collecting institutions are 
on pages 45 and 46. In sections IV through VI, the applicant describes 
exhibits, educational and research programs, and staff and physical 
facilities. The last three sections, VII through [X, address the museum's 
means of support, administration, and long-range pians. 


Applicants should include all information requested. If the requested 
information is not applicable, applicants should explain why it is not. 


Pages 44 to 54 describe the types of information that should be included in 
the narrative responses. 


Applicants should respond to the narrative questions with comprehensive 
descriptions of the museum. Reviewers look for evidence that museum 
staff: 1) have knowledge of and adhere to generally accepted professional 
standards of museum operations; and 2) make the best possible use of 
available resources. 


Competitive applications include complete, specific information. 
Reviewers must be able to clearly perceive the quality of the museum and 
the full range of its operations and services. Jargon and unsupported 
generalizations weaken the application. 


GOS reviewers base their evaluations only on the information provided in 
the application -- they are prohibited from using prior knowledge of the 
institution. Therefore, an applicant should never rely on the museum's 
reputation; it must prove the high quality of its operations and services by 
its responses to the narrative questions. 


Note: Additional application tips are on the inside back cover. 
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L Audience 


The following guidelines outline the types of information that each 
applicant should include. Related topics should be described when 


pertinent. 


Responses should describe the museum's operations up to the date of 
application. 


1. What is the museum's audience? 


Within the context of the museum's statement of purpose and 

demographics, discuss: 

¢ the museum's success in reaching a broad and diverse audience 

¢ the methods used to make facilities and services available to the general 
public and specialized audiences 

*¢ attempts to expand the audience 

¢ media outreach and publicity 

¢ accessibility for the disabled and other underserved groups 

° other museum services available in the same geographic area 

¢ collaboration with other museums to provide programs and services 


2. What is the museum's schedule for public visitation and other activities? 


Include: 

¢ specific times, days, and months that the museum is open 

¢ schedules for other museum services and activities 

¢ why the schedules are appropriate to the audiences, activities, and the 
museum 


3. What are the levels of public participation in the services the museum 
provides? 


Include: 

¢ the number of participants in each type of educational and interpretive 
activity for the last two years (e.g. number of students enrolled in classes 
or attendance at special events) 

¢ why the museum's attendance is appropriate to its audiences or activities 

¢ explanation of significant fluctuations in attendance 


Note: In the spaces provided, give specific figures for museum attendance 
by calendar quarter and for total annual visitation for the last two years. 
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IL. Collections **Note to non-collecting museums: 
In responding to the questions in this section (II. Collections), 
if the museum is a non-collecting 
describe the types of works the museum exhibits 
‘planetarium, science/technology center, or children’s museum, 
_ describe the themes or ideas the museum presents in its exhibits and 
___ ‘what techniques it uses to convey them 
nature center, 
describe the lands and native flora and fauna the museum manages 


1. What are the museum's collections? 


Include: 

¢ the size and kind of collections the museum owns or uses 

* specific numbers and categories of collections 

¢ how the collections support the museum's statement of purpose 


2. What is the significance of the collections to the museum's communities 
and constituents? 


Include: 

¢ how the collections were formed (e.g., was it a community creation for a 
specific purpose, the bequest of a single individual, or the result of 

j ongoing, systematic collecting?) _ 

¢ how the collections relate to the interests, history or cultural heritage of 
the community 

¢ how the collections relate to any specialized audiences 

_ © any changes in the significance of the collections for the community 

resulting from changes in the community 


3. How are the collections used? 


Include: 

¢ the percentage of the collections available for exhibition, research, 
education, loan, etc. 

¢ the extent of use of the collections for those activities 

* any special considerations used to determine the availability of the 


collections 
* what portion of the collections are on exhibit at any one time and what 


rotation schedules are maintained 
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III. Collections 
Care and 
Management 


1. What are the museum's practices for the responsible management of its 
collections? 


The response should summarize the museum's collections management 
policies, including procedures for: 


¢ cataloguing ¢ documenting 
¢ loans 


“die 1 teh solos, nae, vnioaian Oe dad eae 
plenesartam, sclenceivechnology center, or children’s museum, 
_ describe the management process that ensures the scientific 
accuracy of the themes and ideas presented 
nature center, 


describe management plans for the natural areas 


2. What are the museum's practices for the care and conservation of its 
collections? 


Include information about: 

* conservation surveys/assessments _ 

¢ long-range conservation plans and priorities 

¢ care and conservation of objects on exhibit and in storage 
¢ maintenance of appropriate environmental conditions 

* preservation 

¢ examination and treatment of collections 

¢ disaster preparedness plans 


**Note to non-collecting museums: 

In responding to this question, 

if the museum is a non-collecting 

art center or children's museum 
describe the procedures used to ensure optimum care and 
security of the objects 

planetarium, science/technology center, or children’s museum 
describe the care and maintenance of temporary and permanent 
exhibits, devices, projectors, computers, and other public 
programming equipment 

nature center, 
describe the natural ecosystems or plant communities being 
preserved, restored, or recreated 
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IV. Exhibits 1. What is the museum's exhibition philosophy and how does it relate to 
the museum's statement of purpose? 


Include: ‘ 

¢ the museum's philosophy for the use, development, and design of 
exhibits as it rclates to the purpose of the museum, its audiences, and if 
appropriate, its collections 

¢ how characteristics of the museum's audiences influence exhibition 
design 


2. How are exhibitions developed and evaluated ? 


Include: 3 

¢ decision-making processes for choosing exhibition topics 

¢ involvement of staff, consultants, advisory groups, or other participants 
in decision making 

¢ frequency, purpose, outcome, and follow-up of formal and informal 
exhibition planning meetings 

¢ development and evaluation of in-house exhibitions (permanent, 
temporary, and long-term) 

* development and evaluation of borrowed and traveling exhibitions 

¢ methods used to evaluate exhibitions 


3. What are the museum's exhibitions? 


Include: 

¢ a description of in-house exhibitions (permanent, temporary, and long- 
term) 

* a description of borrowed and traveling exhibits 

* types of formats (e.g. period room, diorama, encased, living, interactive) 

¢ schedules, numbers, sizes, ages, numbers of objects, or other 
information to convey accurate visual descriptions of the museum's 
exhibitions 

¢ the use of labels, guides, audio-visuals, and other interpretive techniques 
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V. Education 


; ? 
and R ' 1. How are educational programs developed and evaluated: 


Include: 

¢ how educational programs support the museum's purpose 

* the museum's process for developing educational programs 

¢ how needs and interests of the museum's audience are accommodated in 


the development of programs 
¢ methods used to evaluate educational programs 


2. What are the museum's educational programs? 


Include: 

¢ the range and types of educational programs and materials 
* ongoing, short-term, or specialized programs 

* in-house and outreach educational programs 


3. What is the extent, purpose, and use of research by staff, visitors, and 
scholars? 


Include: 

¢ a description of any research facilities 

¢ the relevance of research conducted by museum staff and museum 
constituents to the museum's purpose 

¢ how research is incorporated into other museum services such as 
exhibition, education, cataloguing, and publication 

¢ how research findings are disseminated to the public or to specialized 
audiences 
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VL A. Staff 


1. What are the qualifications, responsibilities, and professional activities 
of the museum's permanent, professional staff? 


Include: 

¢ the number, titles, and qualifications of the museum's paid and unpaid 
professional, permanent staff (summarize where necessary) 

¢ staff members’ qualifications in relation to their roles within the museum 

¢ staff involvement in civic and community activities as representatives of 
the museum 

¢ staff involvement with local, regional, and national museum associations 


2. What opportunities does the museum provide for staff development and 
to what extent has the museum's staff participated? 


Include: 

* opportunities and encouragement the museum provides for staff 
development 

¢ the level of participation in staff development activities 

¢ involvement in professional organizations, attendance at lectures, 
seminars, and courses 

* participation in fellowships, sabbaticals, or related activities 


3. How does the museum select, recruit, train, and use supplementary 
staff? 


Include information about: 

* recruiting, training and employing 

* consultants, guest curators and lecturers, performance groups, interns, 
volunteers, and others 
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VL B. 1. How does the museum use its physical resources in providing museum 
Physical services to the general public and specialized audiences? 


Include: 

* a description of the physical facilities the museum owns or uses 

¢ the museum's rationale for the allocation of its physical resources to the 
various museum operations 

¢ the total space available for museum operations in square footage or 
acreage (as appropriate) 

* percentages (actual or approximate) of space allocations for each 
museum program or function [include the building(s) or parts of 
building(s), site(s), structure(s), and grounds] 

* a description of auxiliary and support facilities such as libraries, 
laboratories, and vehicles (include adaptive and multifunctional uses) 


2. What security practices does the museum follow? 


Include: 

¢ established emergency procedures 
* security personnel 

¢ mechanical and electronic devices 
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VIL. Support 


1. What is the community's non-cash support of museum operations? 


Include: 

¢ the community's involvement in and support of the museum and its 

¢ the role of volunteers and support organizations 

* activities undertaken by the community to ensure the success of the 
museum's ongoing operations and special events 

* a description of the community's non-cash contributions 


Note: If the applicant submits optional F orm C (page 7), all Form C items 
Should be described in this answer. 


2. How does the museum acquire non-Federal financial support? 


Include: 

* the museum's success in acquiring and maintaining broad-based and 
stable sources of non-Federal financial support 

* earned income activities 

* state, local, corporate, foundation, and individual contributions 

* the use of marketing programs, fundraising techniques, membership 
drives, and other activities to increase non-Federal financial support 
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VIII. A. 
Administration/ 
Governance and 


Management 


1. What is the role of the museum's governing authority? 


Include: 

¢ the composition and qualifications of the museum's governing authority 

* activities of the museum's governing authority in relation to museum 
operations and in relation to the community 

¢ the roles of board members, trustees, advisory committees, and officials 
of parent or umbrella organizations 


2. What is the museum's management structure? 


Include: 

¢ the administrative relationship between the museum director and the 
governing authority 

¢ the administrative relationship between the director and the museum 
staff 

* the rationale for and effectiveness of the museum's internal 
administrative structure 

* how the administrative structure relates to auxiliary components of the 
muse 3m's organization 


Note: The applicant may include an organizational chart as part of the 
response. It must be included in the answer space provided; no additional 
pages may be attached. 
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Vill. B. 
Administration/ 
Financial 


Management 


1. What is the museum's financial condition? 


Include: 

* a description of the museum's financial condition as reflected in its 
financial statements 

* an explanation of any deficits of operating revenues over operating 
expenditures and any plans to eliminate the deficits 

* an explanation of any excess of operating revenues over operating 
expenditures and how the excess is utilized 


Note: In the spaces provided, show deficits or excesses of operating 
revenues for ihe last five years. 


2. Whai are the museum's procedures for budgetary development and 
control? 


Include: 

* the museum's level of fiscal control and responsibility 

* a description of the museum's financial operations including procedures 
for financial accounting and financial oversight 

* how budgets are developed and how budgetary control is maintained 

* the qualifications of the personnel responsible for financial management 
activities 
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IX. Long-Range 1. What are the museum's long-range plans? 


Include: 

¢ the institution's long-term goals and objectives 

* recommendations for accomplishing goals 

¢ the relationship of the plans to the museum's statement of purpose 
¢ when the current plans were adopted 

¢ the timetable for implementing the plans 


2. How does the museum develop, implement and update the long-range 
plans? 


Include: 

¢ methods used to develop the plans such as institutional self-study or 
assessment 

¢ the roles of trustees, staff, consultants, members of the community, or 
others in developing the plans 

* procedures used to monitor the institution's progress in carrying out the 
plans 

¢ how plans are evaluated and updated to ensure that objectives are met 
and that goals remain appropriate for the museum 


3. How will 1991 GOS funds, if awarded, be used to further the museum's 
objectives ? 


Include: 
¢ how GOS funds will help the museum further its objectives in terms of 
general operations or a specific aspect of the museum's services 


Note to museums that have received prior General Operating Support, 
Conservation Project Support, Special Project Support*, Museum 
Assessment Program, or Conservation Assessment Program grants: 
Include: 

* the museum's past management of IMS funds in supporting the 
museum's statement of purpose and meeting long-term goals 
(applicants may limit the response to IMS awards received in recent 
years) 


*Special Project Support grants are no longer available from IMS. 
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Package 


Hand Delivery 


Mail Delivery 


Applicants should review the application package carefully before sending 
it to IMS. All required items and the proper number of copies must be 
included . The application is subject to rejection without review if any 
required item is missing. Applicants with questions regarding these 
instructions should contact the IMS program staff. 


Note: Applicants should not use application folders or binders that cover 
the face sheet. Such covers will be discarded during application 
processing. 


Mail or hand deliver GOS applications to: 


Institute of Museum Services 
Old Post Office Building 

1100 Pennsylvania Avenue, NW 
Room 609 

Washington, DC 20506 


Telephone: (202) 786-0539 
TDD (for hearing impaired people): (202) 786-9136 


Within 30 days of receiving each application, IMS will mail an 
acknowledgment form identifying the application log number. Any 
applicant not receiving an acknowledgment should contact IMS to confirm 
receipt of the application. 


IMS will accept hand-delivered applications between 9:00 a.m. and 

4:30 p.m. (Eastern Time) daily, except Saturdays, Sundays, and Federal 
holidays. Hand-delivered applications will not be accepted after 4:30 p.m. 
on November 2, 1990. IMS will provide a written receipt when the 
application is delivered. 

Applications sent by mail must be postmarked no later than 

November 2, 1990 

Applicants may be required to provide IMS with proof of mailing. 
Acceptable proof of mailing consists of a legible U.S. Postal Service dated 
postmark, a legible receipt stamped by the U.S. Postal Service, or a legible 
dated shipping label, invoice, or receipt from a commercial carrier. 


Private metered postmarks or private mail receipts will not be accepted 
without a legible date stamped by the U.S. Postal Service. 
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IMS recommends certified or registered mail, "return receipt requested," 
when using the U.S. Postal Service. . 


Note: The U.S. Postal Service does not always postmark a package when 
they receive it. Applicants should specifically request and verify that the 
envelope has been properly date stamped. 


The deadline for GOS applications is 


IMS makes no extensions of this deadline. Late applications are returned 
without being reviewed. 


Public reporting burden for this collection of information is estimated to 
average eighteen hours per response, including the time for reviewing 
instructions, searching existing data sources, gathering and maintaining 
the data needed, and completing and reviewing the collection of 
information. Send comments regarding this burden estimate or any other 
aspect of this collection of information, including suggestions for reducing 


this burden, to the Institute of Museum Services, 1100 Pennsylvania 
Avenue, NW, Room 510, Washington, DC 20506; and to the Office of 
Management and Budget, Paperwork Reduction Project (3137-0001), 
Washington, DC 20503. 
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OMB NO. 3137-0001/Expires: 5-31-91 


GOS Form No. 102/CPDA No. 45.301 
1991 IMS General Operating Support ApplicationForm__#_1 
Face Sheet 
1. Applicant Museum (Use only blocks provided. Abbreviate if necessary.) 


LELTELTLELLELILiL_LiLtiL_it_ittittittittititittt tl | 
2. Museum's Mailing Address 
LELTELLETLEiL_titLt_tit_tit_ittittittttitttttt ttf 


3. City 4, State 5. Zipcode 
Lit eT e_ tT eEe_ T_T T_T ETT tt | [T } TTITTTI-LLLL 


6. Museum Director 
LEE LLLLL_LEiL_LIiILTILiLL_ic_itt_tittttt_ttils 


7. Totter 


8. Name of sponsoring institution/parent organization, if applicable (e.g., municipality, state, or university) 
LELELELLiLLiLtL_EiL_LiLtitittttit ttt titties tt 


9. Governing control of museum ["] 


Select one of the following: 1. Federal 3, Municipal 5. Private Nonprofit 
2. State 4. County 6. Other 
10. Museum's discipline [| ] 
Select one of the following: 
01. Aquarium OS. General * 09. Nature Center 
02. Arboretum/ 06. Historic House/Site 10. Planetarium 
Botanical Garden 07. History 11. Science/Technology 
03. Art 08. Natural History/ 12. Zoo 
04. Children's/Y outh Anthropology 13. Specialized ** 
(specify discipline) 
11. Is the museum college or university controlled? Yes _) Nol] 


12. Museum's estimated attendance for the 12-month period prior to application. 

13. Total number of hours the museum was open to the public for the 12-month period prior to application. 

14. Year the museum was first open and exhibiting objects to the gencral public. 
15. Number of full-time paid museum staff. 16. Number of part-time paid museum staff. 


17. Number of full-time unpaid museum staff. — 18. Number of part-time unpaid museum staff. 


19. Museum's non-Federal operating income for the most recently completed 


fiscal year (copy figure from Form A (page 3), line 21) $CT TI CTC) 
20. Museum's non-Federal operating income for the second most recently completed 
fiscal year [copy figure from Form B (page 5), line 21) $LEL ILL LLL 


21. Grant amount requested $ LitJit tJ 00 


*A museum with collections representing two or more disciplines equally (e.g., art and history) 
**A museum with collections limited to one narrowly-defined discipline (e.g., textiles, stamps, maritime, ethnic group) or 
a parent organization applying for two or more museums of different disciplines 
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| Financial Statement Form A 
/ Name of applicant: 


Most recently completed fiscal year: to , 19 
month/day monthvday 


Read instructions in Part Ill pages 29 - 34, before proceeding. A B c 
Revenues Operating 4 Non-operating = Total 
1. Admissions income 


: 
: 
3 
: 


; 
| 


8. Total Revenues (total lines 1 through 7) 


Support 
9. Federal grants (including IMS support) 


10. Individual contributions 


11. Foundation contributions, grants 


12. Corporate contributions, grants 


13. State and local support 
14. Parent organization support 


15. Other non-Federal support (specify) 


16. Subtotal (lines 9 through 15) 
17. Total revenue and support (lines 8 and 16) 


18. Total value of non-cash contributions 
(from Form C, page 7) 

19. Subtotal (line 17, column A and line 18) 

20. Total Federal grants including IMS support 
(line 9, colurnn A) 

21. Total non-Federal operating income 
(line 19 less line 20) Enter this amount on 


__Page 1, tem 19. 


Explair, below any discrepancies between the information entered on this form and the corresponding audited 


“é 


1991 IMS General Operating Support 


B Cc 
Operating + Non-operating = Total 


Depreciation (if applicable) 
Other (specity) 


22. 
23. 
24. 
25 
26. 
27 Rent/mortgage 
28 
29. 
30. 
31. 
32. 


33. Subtotal expenses (1s 22 through 32) 

34. Excess (deficiency) of support and revenue 
(line 17 less line 33) 

35. Transters 

36. Fund Balance, beginning of year 

37. Fund Balance, end of year (lines 34, 35, and 36) 


Balance Sheet (as of , 19 


sunt U 


Other Long-Term Assets 
TOTAL ASSETS 


Liabiitties and Fund Balance 
Current Liabilities 

Accounts Payable 

Notes Payable 

Other Liabilities 

Total Current Liabilities 


Mortgages Payable 
Long-Term Debt 
Other Long-Term Liabilities 


TOTAL LIABILITIES 
Fund Balance(s) 


TOTAL LIABILITIES AND FUND BALANCE 


199] 


IMS General Operating Support Application F orm G5 


B a Financial Statement Form B 
J Name of applicant: wt 


Most recently completed fiscal year: to. , 19 
monthyday inontivday 


Read instructions in Part Ill, pages 29 - 34, before proceeding. A B Cc 
Revenues Operating 4 Non-operating = Total 


: 
a 
§ 


E 


8. Total Revenues (total lines 1 through 7) 


Support 
9. Federal grants (including IMS support) 


10. Individual contributions 


11. Foundation contributions, grants 


12. Corporate contributions, grants 


13. State and local support 


14. Parent organization support 


15. Other non-Federal support (specify) 


16. Subtotal (lines 9 through 15) 


17. Total revenue and support (lines 8 and 16) 


18. Total value of non-cash contributions 

19. Subtotal (line 17, column A and line 18) 

20. Total Federal grants including IMS support 
(line 9, column A) 

21. Total non-Federal operating income 
(line 19 less line 20) Enter this amount on 


page 1, item 20. 


Explain below any Jiscrapancies between the information entered on this form and the corresponding audited 
financial statement submitted with the application. 


of 


1991 IMS General Operating Support 


B 
+ Non-operating = 


Cc 
Total 


22. 
23. 
24 
25. 
26. 
27. 
28 
29. 
30. 
31. 
32. 


Subtotal expenses (lines 22 through 32) 


Excess (deficiency) of support and revenue 
(line 17 less line 33) 


Transters 


Fund Balance, beginning of year 


Sh £8 


Fund Balance, end of year (lines 34, 35, and 36) 


Baiance Sheet (as of , 19 ) 


Other Long-Term Assets 
TOTAL ASSETS 


Liabilities and Fund Balance 
Current Liabilities 
Accounts Payable 


Notes Payabie 


Other Liabilities 


Total Current Liabilities 
Mortgages Payable 
Long-Term Debt 
Other Long-Term Liabilities 
TOTAL LIABILITIES 


Fund Balance(s) 


TOTAL LIABILITIES AND FUND BALANCE 


eG 


1991 IMS General Operating Support Application Form # 7 


Financial Statement Form C 
xX | Valuing Non-Cash Contributions 
Name of ates 
Items included on this form should be supported in narrative section VII of the application. Read instructions in Part Ill, 
pages 35 - 37 before proceeding. 
Contributed Services | 
Kind of Service (list by specific title) Means of Valuing Value 
Curatorial/Collections (research, care of objects, registration, exhibits) 
_____ hours x $ fhour _ & 
—___ hours x$ /hour 
hours x $ /hour 
Educational/Interpretive(information services, docents, teachers, etc.) 
hours x $ /hour 
__._ hours x $ /hour 
__. hours x $ /hour 
Administrative/Clerical/Maintenance (membership, office, routine maintenance, etc.) 
__—cCihours x $ /hour 
__.__ hours x $ /hour 
___— hours x $ /hour 
Professional (legal, accounting, fundraising, management, data processing, etc.) 
(Do not include the value of normal board service) 
__—cCihours x $ /hour 
—___ hours x$ /hour 
—__.. hours x $ /hour 
Total Contributed Services $ 
Contributed Materials 
Major Items or Type of Materials (identify clearly) Means of Valuing Value 
(Do not include the value of objects donated to the collection) . 
$ 
$ 
$ 
S 
$ 
Total Contributed Materials . 
Contributed Rental Allowances 
Type of Facility or Equipment (list by type) Means of Valuing Value 
Total Contributed Rental Allowances $ 


Total value non-cash contributions (services, materials, and rental allowances) $ . 
* Enter this amount on line 18, Financial Statement Form A 


BLARE PAGE 


Fi! 


199] IMS General Operating Support Application Form 


Statement of Purpose 


1. What is the source of the museum’ s statement of purpose? 


_J Original statement 


Signature of Authorizing Official Date 
or 


(J Extraction or summary from 
official document Source 
(no signature eee 
if this box is checked) 


2. What is the museum’ s statement of purpose? 


10 # Application Form 1991 IMS General Operating Support 


3. Provide a brief history of the museum as it relates to the statement of purpose. 


1991 IMS General Operating Support Application Form # 11 


Application Narrative 


Read instructions in Part IV, pages 43 - 54, before proceeding. 
L Audience 
1. What is the museum's audience? 


122 fo Application Form 1991 IMS General Operating Support 
2. What is the museum's schedule for public visitation and other activities? 


ee -i— > —_———5 


3. What are the levels of public participation in the services the museum provides? 


1988/ ‘ ones — 
1989 Oct. -Dee. Jan.-Mar Apr.-June July Sep 

1989/ 

1990 Oct-Dec. jn-Me.  Apetune | JulySe |§ Total 


1991 IMS General Operating Support Application Form # 33 


IL. Collections 
1. What are the museum's collections? 


L 


2. What is the significance of the collections to the museum's communities and constituents ? 


+h 


14 # Application Form 1991 IMS General Operating Support 


3. How are the collections used? 


1991 IMS General Operating Support Application Form # 15 


Il. Collections Care and Management 
1. What are the museum's practices for the responsible management of its collections? 


+5 


16 # Application Form 1991 IMS General Operating Support 


2. What are the museum's practices for the care and conservation of its collections? 


17 


1991 IMS General Operating Support ApplicationForm # 17 


IV. Exhibits 
1. What is the musewn's «xhibition philosophy and how does it relate to the museum's statement of 


purpose? 


aS = - 


2. How are exhibitions developed and evaluated? 


5D 


18 # Application Form 1991 IMS General Operating Support 
3. What are the museum's exhibitions? 


$/ 


1991 IMS General Operating Support ApplicationForm # 19 


V. Education and Research 
1. How are educational programs developed and evaluated? 


2. What are the museum's educatioral programs? 


20 # Application F orm 1991 IMS General Operating Support 


3. What is the extent, purpose, and use of research by staff. visitors, and scholars? 


1991 IMS General Operating Support ApplicationForm # 21 


VL A. Staff 


1. What are the qualifications, responsibilities, and professional activities of the musewm’s permanent, 
professional staff? 


2. What opportunities does the museum provide for staff development and to what extent has the 
museum's staff participated” 


3. How dues the museum select, recruit, train. and use supplementary staff” 


57 


22_ 9 _ Application Form _1991 IMS General Operating Support 


VL B. Physical Facilities 
1. How does the museum use its physical resources in providing museum Services to the general public 
and specialized audiences? 


2. What security ices does the museum follow’ 


5S 


1991 IMS General Operating Support 


Application F orm 


# 23 


VIL Support 
1. What is the community's non-cash support of museum operations ? 


24 # Application F orm 1991 IMS General Operating Support 


2. How does the museum acquire non-F ederal financial support? 


$7 


1991 IMS General Operating Support ApplicationForm # 25 


VIIL A. Administration / Governance and Management 
1. What is the role of the museum's governing authority? 


2. What is the musewm's management structure’ 


2: 


26 9 _ Application Form 1991 IMS General Operating Support 


VIII. B. Administration / Financial Management 
1. What is the museum's financial condition? 


Operating Fund 
Excess (Deficit) 


1985 1986 1987 1 ORR 1989 (4990 Gif available) 


2. What are the museum's procedures for budgetary development and control? 


1991 IMS General Operating Support ApplicationForm # 27 


IX. Long-Range Plans 
1. What are the museum's long-range plans? 


23 # Application F orm 1991 IMS General Operating Support 
2. How does the musewm develop, implement and update the long-range plans’ 


— - - _—— 


3. How will 1991 GOS funds, if awarded, be used to further the museum's objectives? 


Application F orm 


* 29 


1991 IMS General Operating Support 
Materials for IMS only* 
Grant Processing 
Information Sheet 
A. Eligibility Requirements 


All IMS General Operating Support applicants must answer the following questions. 


1. Is the museum organized as a public or private nonprofit insutution that exists 


on a permanent basis for essentially educational or aesthetic purposes” 


2. Does the museum care for, and own or use tangible objects, whether 
animate or inanimate” 


Are these exhibited to the basis 
3A a a —~ etc through 


+ a ees 
a 


5. Has « Be eR te ee pe le 
public for two full years pnor to the grant application deadline 


6. Does the museum have at least one full-tume paid or unpaid 
or ‘he equivalent, whose primary duty is the care, acquisition or exhibinon 
ap dhe pullitie of teste cuned or esol ty Go euseualt 


B. Prior IMS Grants 

Has the museum ever received an IMS 
General Operating Support grant” 
Conservation Project Support grant? 
Special Project Support** grant? 
Museum Assessment Program (I, [1 or III) grant’ 
Conservation Assessment Program grant” 


C. Costs Requiring IMs Approval 


Yes J 
Yes J 


Yes J 
Yes J 
Yes al 


Yes 2} 


Yes J 
Yes J 
Yes J 
Yes J 
Yes J 


No WJ 
No wd 


No .J 
No WJ 
No J 


No LJ 


If the applicant wishes to use GOS funds for public informanon services, publications, or major 
equipment purchases (see Part !, page | 1, for more details), those items and their costs must be 
listed below. IMS wil. review the list and contact the applicant if necessary. Applicants that do not 


hear from IMS may assume that their list has been approved. 


wy Pw 


Rasen Gath gies Oats peat dd equ ean tase pages 28 ot 
**Special Proyect Support grants are no longer avaliable from IMS 


GR 


Grd 


1991 IMS General Operating Support Application Form # 31 


Materials for IMS only 


Assurances 


All grant recipients must comply with the statutes outlined below. 
All applicants must provide a signed certification (page 32) before a grant can be made. 


The Applicant HEREBY AGREES that it will comply with Title VI of the Civil Rights Act of 1964 
(42 U.S.C. 2000d et seq.); Seetion 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794); the Age 
Discrimination Act of 1975 (42 U.S.C. Section 6101 et seq.); and where applicable, Section 106 of 
the National Historic Preservation Act of 1966 as amended (16 U.S.C. 470); Executive Order 
11593; and the Archeological and Historic Preservation Act of 1966 (16 U.S.C. 469a-1 et seq.); Title 
IX of the Education Amendments of 1972 (20 U.S.C. 1681-1683); and all regulations of the Institute 
of Museum Services issued pursuant to these statutes. FURTHERMORE, the applicant HEREBY 
CERTIFIES that it meets all requirements regarding Federal debarment and suspension and that it 
will provide a drug-free workplace in compliance with the Drug-Free Workplace Act of 1988. 


This assurance shall obligate the Applicant for the period during which the Federal financial 
assistance is extended. 


This assurance is given in connection with any and all financial assistance from the Institute of 
Museum Services after the date this form is signed. This includes payments after such date for 
financial assistance approved before such date. The Applicant recognizes and agrees that any such 
assistance will be extended in reliance on the representations and agreements made in this assurance, 
and that the United States shall have the right to seek judicial enforcement of this assurance. This 
assurance is binding on the Applicant, its successors, transferees, and assignees, and on the Author- 
izing Official whose signature appears below. 


Assurances Explanation 


Title VI of the Civil Rights Act of 1964 provides that no persons in the United States shall, on the 
grounds of race, color, or national origi::, be excluded from partic.pation in, be denied the benefits 
of, or otherwise be subjected to discrimination under any program or activity receiving F ederal 
financial assistance. Section 504 of the Rehabilitation Act of 1973 p: ovides for nondiscrimination 
on the basis of hancicap in Federally-assisted programs. Section 6101 of the Age Discrimination 
Act of 1975 provides for nondiscrimination in F ederally-assisted programs on the basis of age. 
Subject to certain exceptions, Title IX of the Education Amendments of 1972 prohibits the exclusion 
of persons on the basis of sex from any education program or activity receiving Federal financial 
assistance. The purpose of the certification on debarment and suspension is to prevent waste, fraud, 
and abuse in F ederal nonprocurement transactions. The Drug-Free Workplace Act of 1988 is 
intended to prevent drug abuse in the workplace for F ederally-supported activities. 


14. 


322 # Application Form 1991 IMS General Operating Support 


Materials for IMS only 


The museum's authorizing official should sign the following certification after all other parts of the application form 
have been completed. 


Certification of Authorizing Official 


I have examined this application and I hereby certify that 
1) the information provided is true and correct; and 


2) I have not used reduced type, reformatted, or altered spacing in the preparation of this 
application; and — 


3) all requirements for a complete 1991 General Operating Support application have 
been fulfilled. 


Should I receive a grant, I will comply with all requirements of the IMS Regulations 
45 CFR Part 1180*, all statutes outlined on Application Form page 31, and all other 


Signature of Authorizing Official Date 


Name and Title of Authorizing Official 


*IMS ions are available uest. 
Regulati upon req 3 U.S. GOVERNMENT PRINTING OFFICE: 1990— 272 -361 20601 


ie 


ee 


1991 IMS General Operating Support Application Form y 33 


Request for Waiver of Separate Audit Requirement 
Form D 


To submit this form, the applicant must be: 1) a prior recipient of an IMS GOS, CP and/or SP 
grant; and 2) part of a larger organization such as a university, municipality, or other 
multipurpose organization. Eligibility guidelines for a waiver request are stated in Part Il, page 
23. : 


To: Director, Institute of Museum Services 


On behalf of I hereby request a waiver of the 
(Name of Museum) 


requirement of a separate audit for the 1991 General Operating Support application. 


The Museum has received an IMS General Operating Support, Conservation Project Support, 
and/or Special Project Support grant. 


The Museum is part of — ' : and does not receive 
(Name of Organization of which Museum is a part) 


audited financial statements separate from those of the parent organization. 


I hereby certify that information provided in the Financial Statement 
(Form A and/or Form B) 


Form(s) submitted with the 1991 General Operating Support application has (have) becn drawn 


from and contain only audited figures (exclusive of non-cash contributions) of the organization 


of which the Museum is a part, and accurately reflects the financial operations of the Museum. 


Date Signature of Official with Financial Oversight of the Museum 


Name of Official 


Title of Official 


% U.S GOVERNMENT PRINTING OFFICE : 1990 - 272-361 


4b 


GOS Application Tips 


To improve your chances of receiving an award... 


Don't forget to look over any GOS review 
sheets you may have received from IMS in 
prior years. Try to address weaknesses 
pointed out by your reviewers. 


Begin the application process by filling out 
the financial statement forms in case you 
need extra time to consult your accountant 
or compile requested financial data. 


Use the application checklist in Part II, page 
19 -- it is designed to help you submit a 
complete application. Run through the 
checklist on each copy of the application to 
ensure that you send all materials requested. 
Remember that each of the copies you 
submit is sent to a different reviewer. 


Finish your application a few days ahead of 
the postmark deadline. This will give you 
time to do a final proofreading and make 
any necessary changes before you ship it to 
IMS. 


If the preparation of your application is a 
group effort, be certain that each person has 
a complete set of instructions and that one 
individual is designated to assemble all of 
the information and check for completeness 
and consistency. It is best to have the 
director review it before sending the final 
submission to IMS. 


When you finish writing the narrative and 
completing the financial statement forms, 
ask a few people who are very familiar with 
the museum but have not worked on the 
application to read and critique it. 


Include specific details in your narrative. 
Use examples to show how your museum 
stands out from the crowd. 


Proofread your application carefully. 
Reviewers may be reluctant to assign high 
scores to a grant proposal that has been 
carelessly typed or that contains spelling 
mistakes or grammatical errors. Be sure that 
your written presentation reflects the high 
quality of your institution. 


And remember... 


You should never budget or count on 
receiving a GOS grant, no matter how many 
times you may have received one in the 
past. 


Each year is a separate competition. IMS 
will not retrieve information from a prior 
application that you may have forgotten to 
include; it is up to you to make sure that 
your FY91 submission is complete. 


GOS applications are grouped by budget 
and discipline for review by practicing 
museum professionals. Address your 
application to your peers, but do not assume 
any prior knowledge of your institution on 
their part. Even if they have such 
knowledge, they are instructed not to use it. 


How you can get help from IMS... 


Request a sample 1990 GOS application 
narrative from the IMS program office. 
Funded applications representing various 
disciplines and budget categories are 
available. 


Contact the IMS program office 
immediately if you have any questions 
about the application forms or procedures. 
Most problems can be resolved over the 
telephone. 


at 


Institute of Museum Services 
Washington, DC 20506 


Official Business 
Penalty for Private Use, $300 


Dated Material -- Open Immediately 


1§ 


Bulk Rate 

Postage and Fees Paid 
Institute of Museum Services 
Permit No. G-274 


rFILIVIED — 
10/ 14 /92 


